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ADMIN/FINANCE - BUREAU CHIEF 

1 . GENERAL CORRESPONDENCE FILE - CHIEF, 
BUREAU OF ADMIN/FINANCE 

Conta in general correspondence, paper s , 
r e p o r t s , s t u d i e s , s u r ve y s , pub l i s hed and 
reproduced m a t e r i a l s , budget s , a n a l y s e s , 
Counc i l B i l l s , Agreements, S e r v i ce 
Request s , and memoranda r e l a t i n g to 
i n t e r na l and externa l a c t i v i t i e s and 
adm in i s t r a t i on o f t h i s Bureau. F i l e s 
date from 1983 to present . 

2. WASTEWATER CONSTRUCTION GRANT F I LES 

F i l e s conta in the Coun ty ' s request f o r State 
and/or Federal F i nanc i a l A s s i s t a n c e 1n the 
con s t r u c t i on o f wastewater f a c i l i t i e s ; the 
Coun t y ' s documentation o f compliance with grant 
requ i rements , and the record of the f i n a l S tate 
and/or Federal g rant c lo seout p r o c e s s . F i l e s 
date from 1965 to p resent . 

RECOMMENDATION: MATERIAL 
HAVING CONTINUING ADMIN I ­
STRATIVE OR LEGAL VALUE TO 
THE OPERATION OF THE OFFICEl 
SHOULD BE RETAINED UNTIL 
SUCH VALUE CEASES. OTHER­
WISE, RETAIN FIVE YEARS, 
THEN DESTROY. 

RECOMMENDATION: RETAIN 3 
YEARS FROM DATE OF FINAL 
GRANT PAYMENT OR UNTIL ANY 
L IT IGAT ION, D ISPUTE, 
CLAIM, OR AUDIT I S COMPLET 
ED AND RESOLVED WHICHEVER 
I S LONGER. MICROFILM AND 
DESTROY ORIGINAL PAPERS. 
'F.TAIN MICROFILM PERMANENT-
Y. 
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3. PURCHASING/FINANCE 

RECOMMENDATION: RETAIN 
CURRENT FISCAL YEAR AND ONE 
PRIOR FISCAL YEAR, THEN 
DESTROY, UNLESS INCOMPLETE. 

3. 
Copies o f Purchas ing Documents, r e q u i s i t i o n s , e t c . , 
and I n v o i c e s processed f o r payment. Purpose 1t to 
be ab le to e a s i l y acces s back up In format ion when 
problems a r i s e w i th o rde r i ng of s upp l i e s and 
ma te r i a l s and equipment or 1n the payment of 
I n vo i c e s to check a u t h o r i z a t i o n fo r payment has 
been p roces sed . A l s o used fo r back up suppor t ing 
documentation f o r budgetary matters . 

RECOMMENDATION: RETAIN 
CURRENT FISCAL YEAR AND ONE 
PRIOR FISCAL YEAR, THEN 
DESTROY, UNLESS INCOMPLETE. 


